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COUNTY OF LOS ANGELES
DEPARTMENT OF HUMAN RESOURCES
OPEN COMPETITVE JOB OPPORTUNITY
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Bulletin No. 07~24 Posng Date: February 12, 2008

JOB TITLE ADMINISTRATIVE INTERN

EX NUMBER

FILING DATES

SALAY

PROGRAM
INFORMATION

ESSENTIAL JOB
FUNCTIONS

R0895J

February 13, 2008 - March 06. 2008

$3,354.27 - $4,046.36 MONTHLY

THE ADMINISTRATIE INTERN PRQGRAM: The program is designed for
individuals interested in pursuing a career in public administrtion in County
govemment. The program is a two-year, paid internship during which Administrative
Interns, as County employees, work in administrtive assignments where they are
provided a general overview of County government through practical job
assignments and partcipation in trainings. Through their administrative
assignments, the Administrative Interns are exposed to the reponsibilties of

County departents that provide services in such critical areas as public health,
child welfare, social services, arts and cultural activities, law enforcement, and
communit development. The Administrative Interns are assigned to the
Department of Human Resources, the Chief Executive Ofce, or a line department
where they rotate through divisions performing analyical work and gaining
experience in such areas as Recruitment and Selection, Organiztional
Development, Asset Management, Classification, Compensation, Employee
Reiations, Budget Operations, and/or Legislation.

Dunng the course of the program, the Administrative Interns are given periodic
appraisals assessing their performance in departmental assignments and
participation in trinings. The Administrtive Interns must successfully complete a
12-month probationary period and all work assignments and trining requirements
duñng the two-year program.

Successfui completion of this program will enable the Administrative Interns to
compete for various permanent administrative or technical positions throughout the
County.

NOTE: Modifications to the Administrtive Intern Program may occur during
the course of the program to enhance and refine program outmes.

Partcipates in carring out routine to complex analyses. studies, projecs. and
implements program initiatives and directves; prepares and reviews routin~ to
complex report, forms, correspondence, and presentations; attends and
partcipates in Departmental, Countyde, state, and Federal committes, trining
sessions, and task forces; as well as consults with, preents information to, and
responds to inquiries from various individuals.

Departnt of Hiimoin Resourcei¡: Addro: SO w. Templi St., Ri 588, Loi Angelo$, CA 90012
24-Hour Job Umi: (800j970'L15T; TT Phone: (BOD) 89-499
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SELECTION
REQUIREMENTS

A Bachelots Degree or higher from an accredited" four-year college or university.

Physical Class: 2 . Light:
Light physical effort which may include occsional light liftng to a 10 pound limit,
and some bending, stooping or squatting. Considerable walking may be involved.

Licenses: A valid California Class "C" Dnver License or the abilty to utilze an
alternative method of transportation when needed to carr out essential job-related
functons.

Special Requirement Information: APPLICANTS WHO WILL MEET THE
Rt=QUIREMENTS BY THE END OF JUNE 2008 MAY ALSO APPLY AND MUST
CLEARLY STATE THE EXPECTED DATE OF GRADUATION ON THE
EMPLOYMENT APPLICATION TO QUALIFY BUT WILL BE WITHHELD FROM
CERTIFICATION UNTIL ALL REQUIREMENTS ARE MET AND A COpy OF
DEGREE OR OFFICIAL TRANSCRIPTS ARE SUBMlneO. ALL OTHER '
APPUCANTS MUST SUBMIT PROOF OF GRADUATION AT THE TIME OF
FILING. A PHOTOCOPY OF DIPLOMA OR TRANSCRIPTS IS ACCEPTABLE.
FAILURE TO SUBMIT A COPY OF DIPLOMA OR A COpy OF OFFICIAL
TRANSCRIPTS WILL RESULT IN APPLICATIONS BEING REJECTED.

Applicants who apply online and have graduated before June 2008, MUST
either upload required documents as attchments during appliCiion
submission or fax a photocopy of the required documents to (213) 380-3681

within five (5) business days of filing online. Please send it atntion, Nailá
Jahan zaman, and include the exam number and exam tile.

Applicants claiming Veteran's credit need to submit a copy of a 00214 form for
review and consideration of additional points.

"Accredited insttutions are those listed in the publications of regional, national or
international accrediting agencies which are accepted by the Departent of
Human Resources. Publications such as Ameñcan Universities and Colleges
and International Handbook of Universities are acceptable references. Also
acceptable, if apprcpnate, are degrees that have been evaluated and deemed to
be equivalent to degrees from United States accredited institutions by an academic

credential evaluation agency recognized by The National Association of
Credential E\fluation Services and Association of International Credential
Evaluators. Inc.

SPECIAL
INFORMATION

Shif: Any Shift

It is anticipated that this list wil be used to fill an Administrative Intern class that
will begin in Summer 2008. When appointments are made, appointees may be
required to work any shift, including evenings, nights or weekends.

VACANCY
INFORMATION

Administrative Interns will be employed by the Department of Human Resources.

Note: The eligible list from this examination may also be used by vanous
departents for fillng both temporary and permanent positions for other
appropñate vacancies.

Dopill'ont or HI.811 Resources: Aødl8ss; 500 W. TemPio sr., fq 568, LOb Angeles CA 90012
24ur Job Uns: (BOO)!l70-UST; TT Phone: (8OD) 8990499
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EXAINATION
CONTENT

ELIGIBILITY
INFORMTION

APPLICATION
INFORMATION

This examination will consist of tw (2) part. Part l: A wrtten test covering

Knowledge of Statistical Concepts/Data Collection Principles and Methodology,
Data Analysis and Interpretation/Basic Mathematics, Written Expression, and
Reading Comprehension weighted thirty-five (35) percent. NO TRANSFER .OF
WRITTN TEST SCORES WILL BE GIVEN FOR THIS EXAINATION.
Part U: A strctured interview covering Job Preparation, Oral and Interpersonal

Communication Skils, Work Habits, and Adaptabilty and Dependabilty weighted
sixt-five (65) percent.

Candidates who have taken the written test for Human Resources Trainee,
examination Number K1909A ONLY wil automatically have their test scores
applied to this exam and are not eligible to retake the writtn test. ALL
OTHER CANDIDATES MUST TAK THE WRITTEN TEST.

ONLY THOSE CANDIDATES WHO PASS THE WRITTEN TEST (PAR I) WILL
BE ELIGIBLE TO COMPETE IN THe STRUCTURED INTERVIEW (PART II)
PORTION OF THE EXAINATION. CANDIDATES MUST PASS EACH
WEIGHTED PART OF THE EXINATION IN ORDER TO BE PLACED ON THE
ELIGIBLE LIST.

THE WRITTEN TEST IS NOT REVIEWABLE BY CANDIDATES PER CIVIL
SERVICE RULE 7.19,

Study guides and other test preparation resources are available to help can~idates
prepare for wrtten employent tests. An interactve, Online Tes Preparation
System for taking practice tets may be accessed on the Department of Human
Resources website at: http://dhr.lacounty.ínfo and clicking Job Information and
then on Employment Test Preparation.

The names of succesful candidates wil be placed on the Eligible List for a period
of six (6) months.

.. * * " IMPORTANT INFORMATION" " ,. ..

All applicants are required to submit a Standard Los Angeles County Employment
Application. You have the option offi/ing your Standard Los Angeles County
Employment Application either online (via electronic submission) -OR- via hard
copy submission. PLEAE SELECT ONLY ONE METHOD TO FILE YOUR
APPUCAT,ON.

Instrctions for Filng Online: The standard Los Angeles County Employment

Application for this examination can be completed online and submited
electronically. Online filing has been designed to faciltate and expedit the filing
process for this examination. A stndard Los Angeles County Employment
Application for this position will be accepted beginning Wednesday, February 13,
2008 through Thursday, March 06, 2008 by 5:00 p.m., PST. Applications
electronically received after 5:00 p.m., PST. on the last day of filing wil not be
accepted. To file an application online go to: https:/Ieasier.co.la.ca.us.

Instructions for Hard Coey Submission: Standard Los Angeles County
Employment Applications are available at the filing location below. To download a
standard Los Angeles County Employment Application, please visit:
http://easier.co.la.ca.us/Jobslnfo/empapp.pdf. (Use this only if you are not tiling
online). Applications wil be accepted on business days only betwen 8:00 a.m.
and 5:00 p.m., PST, beginning Wednesday, February 13, 2008 through Thursday,
March 06, 2008. Applications must be received, either in person or through mail, by
5:00 p.m., on the last day of filing, at the location listed below.

Whether you file by using a hard copy application or via the online method, the

Departent of Human R!ourC8: Mltresi: 500 W. Tempie St., Rm 588, &.0& Angølll, CA 90012

24our Job Una: (800)970-UST; TT Phiine; (800) 8S9-49S
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DISABILllY
ACCOMMODATIONS

AN EQUAL
OPPORTUNITY
EMPLOYER

CHILD SUPPORT
COMPUANCE

VERA'S
CREDIT

accptance of your application depends on whether you have clearly shown that
you meet the SELECTON ReQUIREMENTS. Fill out the application completely

, and correctly to receive full credit for any related education and job experience you
include. A): In the space provided for education. include the names and addresses
of schools attended, titles of courses completed, dates completed, and number of
credits and/or certificates earned. In order to receive credit for any college course
work, or any tye of college degree, such as an Associate, Bachelor, Master, or

Doctorate degree, or for completion of a certficate program. you must include a
legible copy of the offcial dIploma, offcial trnscnpts, or offcial lettr from the

accredited institution which shows the area of specialization or offcial certificates
with your application. B): For each job held, give the name and address of your
employer, your job title, beginning and ending dates, descnption of worl
perfrmed, and salary earned. All information supplied by applicants is subject to
verifiçation. Resumes may be attched~ however, they wil not be acceptd in
lieu of a completed application.

Submit completed application and any required supplemental (if any) in
person or by U.S. Mail to the following address:
Department of Human Resources
Employment Information Services Offce
3333 Wilshire Boulevard, Suite 100
Los Angeles, CA 90010
(213) 738~2084

Americans with Disabilties Act of 1990: All positions are open to qualified men
and women. Pursuant to the Americans with Disabilties Act of 1990, persons with
disabilties who believe they need reasonable accommodation, or help in order to
apply for a position, may contact the ADA coordinator at (213) 738-2057.

Contact the Coordinator of Personnel Services for Disabled Persons by callng
(213) 738-2057. Heañng impaired applicants with telephone teletype equipment
may leave messages by callng (800) 899-4099 or (800) 897-0077 . The County
wil attempt to meet reasonable accommodation requests whenever possible.

Equal Employment Opportunity: It is the policy of the County of Los Angeles to
provide equal employment opportunity for all qualified persons, regardless of race,
religion, sex, national origin, age, sexual oñentation, or disabilty.

Los Angeles County Child Support Compliançe Program: In an effort to
improve compliance with court-ordered child, family and spousal support
obligations, certin employment and identrfcation information (i.e., name, address,
Social Secunty number and date of hire) is regularly reponed to the State Directory
of New Hires which may assist in locating persons who owe these obligations.
Family Code Secton 17512 permits under certin circumstances for additional
employment and identifyng information to be requested. Applicants will not be
disqualified frm employment based on this informtion.

VETERAS' PREFERENCE CREDIT of 10 points wil be added to the final
passing grade in any open competitive examination if you are an honorably
discharged veteran who served in the Armed Forcs of the United Staies:

. During a declared war; or

. Dunng the period Apn128, 1952 through July 1,1955; or

. For more than 180 consecutive days, other than for trining, any part of which
occrred after January 31,1955, and before October 15, 1976; or

. In a campaign or expedition for which a campaign medal or expeditionary

medal has been authorized and awarded.

This also applies to the spouse of such persn who, while engaged in such service
was wounded, disabled or crippled and thereby permanently prevented from

DDpiinmont of Human Re&ourcø; Aldra:; SOO W. TempI'" SL. Rr 586, l. An11l C:AS0012
24-Hour Job Una; (800)910'UST; TT Phon: (800) 899-0SS
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EMPLOYMeNT
ELiGIBIUTY
INFORMATION

RECORD OF
CONVICTIONS

SOCIAL SECURITY
ACT OF 2004

engaging in any remunerative occupation, and also to the widow or widower of any
such person who died or was killed while in such service. A 00214, Certficate of
Discharge or Separation from Active Duty, or other offcial documents issued by
the branch of service are required as verification of eligibilty for Veterans'
preference. If you are unable to provide any documentation at the time of filing, the
10 points will be withheld until such time as it is provided.

Employment Eligibilty Information: Final appointment is contingent upon
verication of U.S. citizenship or the right to work in the United States. Immigration
law provides that all persons hired after November 6, i 986, are required to present
original docments to the County, within three (3) business days of hinng, which
show satisfactory proof of; 1) identity and 2) U.S. employment eligibilty.

A full disclosure of all convictions is required. Failure to disclose convictions will
result in disqualification. Not all convictons constitute an automatic bar to
employment. Factrs such as your age at the iime of the offense(s), and the
recency of offense(s) wil be taken into accunt, as well as the relationship

between the offense(s) and the job(s) for which you apply. However, any applicant
for County employment who has been convicted of workers' compensation frud is
automatically barrd from employment wi the County of Los Angeles (County
Code Section 5.12.110). ANY CONVICTIONS OR COURT RECORDS WHICH
ARE EXEMPTED BY A VALID COURT ORDER DO NOT HAVE TO BE
.NCLUDED.

Secon 419 (e) of Public Law 108-203, the Social Secuñty Protection Ac of 2004,
requires Stae and local government employers to disclose the effect of the
Windfall Elimination Provision and the Government Pension Ofset Provision to
employees hired on or after January i, 2005, in jobs not covered by Social
Security. The County of Los Angeles does not partcipate in the Social Secunty
System. All newly hired County of Los Angeles employees must sign a statement
(Form SSA-194) prior to the start of employent indicating that they are aware of
a possible reduction in their future Social Security benefit entitlement. For more
information on Social Security and about each provision, you may visit the websit
ww.socialsecuri.gov, or call toll free 1-800-772-1213. Persons who are deaf or
hard of hearing may call the TT number 1-800-325-778 or contact a local Social
SecuritY offce.

Dopal'ent ot Human Ro$OIIrç: Addnis: 500 W. Tomple Sf Rm 588, Lo& Angoros, CA 90012
24-Hour Job Una: (8DO)970-UST; TT Phone: (800) 8SD98
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